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The instructional material in this book describes a basic procedure for using 
the MT/ST. However, the principles involved are adaptable to many 
different procedures. 
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TO THE STUDENT: 

Before using this book, you must have completed either . . 

Pages 1—50 of the M agnetic Tape “S elect ric” Typewriter, 
Operating Instr uctions, Two Tape Stations (Form 
No. G543-0521). 
or . . . 

Pages 1—42 of the Magnetic Tape “Selectric” Typewriter, 
Operating Instructi ons, One Tape Station (Form 
No! G543-0520). 

FOLLOW THESE GUIDELINES; 

. Starting on page 1, read every page unless otherwise directed. 

• Do each exercise; it is important that you follow the 
instructions carefully. 

• If you have a question: 

Use this book as a reference. (The Index is on page 70.) 

Use the “WHAT HAPPENED?” booklet. 

If you don’t find the answer, call your IBM Marketing Support 
Representative. 


All type, 12 points or less, was set on IBM Composing Equipment. 
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If your office uses standard paragraphs which must be retyped 
each time they are used in a different document, you can record 
all the standard paragraphs once on tape. Then you can play 
back only those paragraphs needed for a given document. 

An AUTO SEARCH CODE recorded at the end of each 
paragraph will make the MT/ST search automatically during 
playback. 



End each paragraph with: 

<5 CR. 's 

AUTO SEARCH CODE 
STC 

RET CODE 
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Form Letters 







































EXERCISE 1 

1. Search to Ref Code 01 on the Right Tape Station. 

2. Record these paragraphs line for line. 


Employment gains continued this month, and the unemployment 
rate edged down. Payroll employment rose to a new high. Farm 
work fell while non-farm work was up. The employment trend 
away from industries producing goods continued this month, 
while the trend toward industries producing services persisted. 


3. CR 

Aim s&kmcdoE 

STC 

REF CODE 


C 

*: 

c 


tz 


The work week for rank and file workers on private payrolls 
was unchanged from last month. Manufacturing production 
workers' average work week was unchanged over the month. The 
average weekly earnings of factory production workers were up 
from last month. 3.CR 

auto search code 

STC 

ref code 


c 
e: 

tz 



Unemployment gains continued this month, and the employment 
rate edged down. Payroll employment dropped. Farm work was 
up while non-farm work fell. The employment trend away from 
industries producing goods stopped this month. 

AUTO SEARCH CODE 

STC 

REF CODE 


Unemployed workers numbered about the same as a year ago. p/ 1 ^ 
Almost all of the jobless men and women were looking for 
permanent work. About half of the teenagers were seeking 
full-time work. The jobless rate for workers covered by 
unemployment insurance did not change over the month. 

STC 

REF COD£ 


tz 
lz 



2 




Here is an example of a logging system you may use for these 
standard paragraphs: 



Pretend that your office prepares monthly reports and that some 
of the paragraphs you just recorded are used in every report. 


EXERCISE 2 

1. The first report will use paragraphs 2, 1, and 4. 

2. Insert a clean piece of paper. With your Right Dial on Play, 
type the heading “JANUARY REPORT CR/CR/CR”, 

3. Play back paragraph 2 and, as it plays back , dial 01 in the 
Reference Number Window. 

Did you notice that the MT/ST searched after it played 
back paragraph 2? It searched automatically because it 
found the Auto Search Code. 

4. Now depress the Start Button and, as paragraph 1 plays 
back, dial 04 in the Reference Number Window. 

5. Depress Start. Paragraph 4 will play back. 

EXERCISE 3 

Insert another piece of paper and prepare the February report 
using the following paragraphs: 

1. Paragraph 3 (dial 02 while it plays back). 

2. Paragraph 2 (just depress Start to play it back). 
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Pretend that your office sends out monthly letters and that some 
of the paragraphs you recorded are used in every letter. 

EXERCISE 4 

1. Insert a clean piece of paper. With your Right Dial on 
Play, type this: 


Date 


Mrs. Elena Jorgensen 
Employment Counselor 
2859 Coloma Street 
Richmond, Washington 99347 

Dear Mrs. Jorgensen: 

3L eft's 

2. Play back paragraphs 2 and 1 (dial 01 as paragraph 2 
plays back). 

3. With the Right Dial still on Play, type this: 

Very truly yours, 


John J. Smith 
President of Affairs 

JJS/rjc 

EXERCISE 5 

Insert a clean piece of paper and prepare the following letter 
using: 

1. Paragraph 3 

2. Paragraph 4 

3. Paragraph 2 

Date 


Mr. Ken Ryath 
Employment Advisor 
508 Brooke Building 
Atlanta, Georgia 30303 

Dear Mr. Ryath: 

ACR‘s 


Very truly yours, 


John J. Smith 
President of Affairs 
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Form Letters 
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Your paper is divided into typed lines; however, your tape is one 
continuous strip of recorded material. 


■ 


i 



Each character you record takes up a block on the tape. 


PAPER 


TAB — ►Our meeting will be held on 
June 25, 1971. Will you be able 
to 


TAPE 
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EXERCISE 1 

1. Search Ref Code 01. 

2. Record these five paragraphs line for line, including any errors. 


While the needs of the public through its agencies of 
government take top priority in census matters, the information 
supplied by the Bureau is also useful to research workers, 
businessmen, labor groups—any parts of our society interested 
in the economic and social patterns of the country. Such 
groups generally work through advisory committees. These 
committees, which average about a dozen members each and meet 
several times a year, are established by professional groups. search COOT 

STC 

REF COPE 


Reasons for Questions 



Because every query must be of proven broad public 
interest, no question is included unless there is an important 
need by a public agency for its answer. These needs are not 
confined to those of the Federal Government but includes those 
of states, local communities, and other divisions. For example, 
census statistics are needed to guide cities in allocating 
schools, in providing transportation facilities and public 
utilities for their residents. 

STC 

REF CODE 


The Bureau holds public conferences on census needs and 
uses. In 1966 for example, it obtained suggestions and comments 
from Federal agency representatives, business and civic groups, 
and people-oriented groups in a series of locally sponsored 
public meetings in 23 cities across the country. The regular 
flow of information to the Bureau from such users of its 
material is obviously of paramount importance in guiding future 
plans. AJrtf search code 
STC 

REF CODE 
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No published data from Census Bureau records reveal 
individual information about persons, families or businesses, 
because the Bureau uses a tabulating system which permits no 
single out of any household questionnaire. Furthermore, the 
law specifically prohibits any census employee from disclosure 


of individual questionnaires or personal information. ^ ssaRCh COOS’ 


Src 

REF CODS 


Answers to All Questions 



Completeness requires each household to answer every 
applicable question. The reason is obvious. If questions 
were to be answered on an optional basis, only those which 
everyone chose to answer could produce complete and reliable 
statistics. It would do us no good to learn only the facts 
concerning a portion of the middle class, for example, at the 
cost of ignoring the poor. Likewise, it would do us no good 
to hear only from one section of a city or a state if we ignore 
another section of the same community or region. 


AUTO SEARCH COPS 

src, 

REF CODS 


DO NOT play these paragraphs back yet. 
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You have played back material with your Left Dial set in Auto. 
When making tape corrections, you will play back smaller segments 
of material. 



If you have learned to use the Left Dial in Line and Word, parts of 
pages 12-13 will be a review. 
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Form Letters 





































MT/ST STOPS AFTER A 
STOP TRANS CODE 



mH MT/ST STOPS AFTER A 
™ CARRIER RETURN 


- MT/ST STOPS AFTER A SPACE OR 
M A TAB OR A CARRIER RETURN 



MT/ST STOPS AFTER 
EACH CHARACTER 



Use the Left Dial during playback to stop the MT/ST. 
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1. Search to Ref Code 01. 

2. As you play back, change the Left Dial from Auto to Line 
and Word. 


While the needs of the public through its agencies of 
government take top priority in census matters, the information 
supplied by the Bureau is also useful to research workers, 
businessmen, labor groups—any parts of our society interested 
in the economic and social patterns of the country. Such 
groups generally work through advisory committees. These 
committees, which average about a dozen members each and meet 
several times a year, are established by professional groups. 


1. Search Ref Code 02. 

2. Using the instructions in the right margin, play back this 
paragraph. 

1 


Reasons for Questions 

Because every query must be of proven broad public 
interest, no question is included unless there is an important 
need by a public agency for its answer. These needs are not 
confined to those of the Federal Government but includes those 
of states, local communities, and other divisions. For example, 
census statistics are needed to guide cities in allocating 
schools, in providing transportation facilities and public 
utilities for their residents. 


13 


1. Left Dial in 
WORD. Play 
back through 
“included”. 

2. Change Left 
Dial to CHAR. 
Play back 

2—3 words. 

3. Experiment 
with changing 
the Left Dial 
as you play 
back the rest 
of the 
paragraph. 


Form Letters 
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1. Search Ref Code 03. 

2. Play back this paragraph. 


The Bureau holds public conferences on census needs and 
uses. In 1966 for example, it obtained suggestions and comments 
from Federal agency representatives, business and civic groups, 
and people-oriented groups in a series of locally sponsored 
public meetings in 23 cities across the country. The regular 
flow of information to the Bureau from such users of its 
material is obviously of paramount importance in guiding future 
plans. 
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Search Ref Code 04. 

Play back this paragraph. 


No published data from Census Bureau records reveal 
individual information about persons, families or businesses, 
because the Bureau uses a tabulating system which permits no 
single out of any household questionnaire. Furthermore, the 
law specifically prohibits any census employee from disclosure 
of individual questionnaires or personal information. 
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1. Search Ref Code 05. 

2. Play back this paragraph. 


Answers to All Questions 


Completeness requires each household to answer every 
applicable question. The reason is obvious. If questions 
were to be answered on an optional basis, only those which 
everyone chose to answer could produce complete and reliable 
statistics. It would do us no good to learn only the facts 
concerning a portion of the middle class, for example, at the 
cost of ignoring the poor. Likewise, it would do us no good 
to hear only from one section of a city or a state if we ignore 
another section of the same community or region. 







Since you will be using the paragraphs recorded at Ref Codes 
01—05 again, they must be recorded exactly as they appear in 
your book. 

Proofread these paragraphs. 

If you find errors, rerecord at the next available Ref Code 
(Ref Code 06). 


i 
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Form Letters 
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When you use material for repeated playback (same paragraphs 
in different documents, same letter for different people, etc.), 
you need a perfect tape—a tape with no errors. 

If you find errors after you’ve recorded, you must correct them 
on the tape . 

The most common tape corrections are: 


• Recording one character over another: 


Blocking out characters (other 
than Carrier returns): 


• Blocking out Carrier returns: 


tki- 



•eth- 


■regular- 




fckef" 


decades^ 




Reasons for 

Questions 

-GBr 

CR 

CR 


Adding more than one character to a line: 


• Adding one character to a line: 



d 

> 



decision 


an A 



_i 
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When a correction has the same number of characters as the error, 
you may simply record the correction over the error. For 
example, you may record “the” over “eth”. 

To record one character over another: 


PLAY BACK TO THE ERROR 


As typists we are accustomed to thinking in terms of 
typewritten lines,jand 


+ 


r 


RECORD THE CORRECTION 


As typists we are accustomed to thinking in terms of 
typewritten lines, but^ 


31 
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31 

31 


31 
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CONTINUE PLAYING BACK 


As typists we are accustomed to thinking in terms of 
typewritten lines, but as MT/ST operators we want to forget 
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Search to paragraph 1 and correct the tape. 


1. Play back 
through 

“government ■>”. 

2. Turn Right Dial 
to Record. Type 
“have”. 


While the. needs of the public through its agencies of 
government take top priority in census matters, the information 
supplied by the Bureau is also useful to .research workers, 
businessmen, labor groups—any parts of society interested 

in the economic and social patterns of the- country. Such 
groups generally work through advisory committees. These 
committees, which average about a dozen members each and meet 
several times a year, are established by professional groups. 


3. Play back and 
try the next two 
corrections by 
yourself. 

4. Then play 
back through 
“committees, pp Th”. 

5. Turn Right Dial 
to Record. Type 


6. Continue 

playing back to 
the next 

correction. Try it 
by yourself. 


7. Play back the 
corrected 
paragraph. 


You may block out a character on the tape by recording a Feed 
Code over it. 



How many times would you depress the Feed Code to block 
out the word “in ”? 


3 times: 
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To block out characters on the tape: 


t) 

r 

a 

a 

a 

=3 

a 

a 

a 


PLAY BACK TO THE ERROR 


Punctuation marks, such as the period, comma, question mark, 
or colon, will play back with these 


+ 


RECORD ONE FEED CODE FOR 
EACH CHARACTER TO BE DELETED 


Punctuation marks, such as the period, comma, question mark, 
or colon, will play back with the FC FC p 


a 

a 

a 

a 

a 

a 

a 

a 

a 

a 

a 

a 

a 

a 

a 
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CONTINUE PLAYING BACK 


Punctuation marks, such as the period, comma, question mark, 
or colon, will play back with the word. Or if skipping, they will 
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Form Letters 















































Search to paragraph 2 and correct the tape. 


1. Play back through 
“answer. ppThe”. 


Reasons for Questions 


Because every query must be of proven broad public 
interest, no question is included unless there is an important 
need by a public agency for its answer. These- needs are not 
confined to those of the Federal Government but includes- those 
of states, local communities/ and other divisions. For example, 
census statistics are needed to guide cities in allocating 
schools, in-providing transportation facilities and public 
utilities for thein residents. 


2. Turn Right Dial 
to Record. 
Depress Feed 
Code Button 

2 times. 

3. Play back and try 
next 2 corrections 
by yourself. 

4. Play back through 
“schools, p”. 

5. Turn Right Dial 
to Record. De¬ 
press Feed Code 
Button 3 times. 

6. Continue 
playing back and 
try the last 
correction 

by yourself. 

7. Play back 
corrected 
paragraph. 


When you record a Carrier return you are actually using .2 
blocks on the tape—one is a Carrier return block and one 
is a “blank” block. 



To block out 1 Carrier return on the tape, you must depress 
the Feed Code Button 2 _ times. 


To block out 2 Carrier returns on the tape, how many times 
would you depress the Feed Code? 
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Answer : 4 times 








































To block out 1 Carrier return on the tape: 


PLAY BACK TO THE ERROR 


Reasons for Questions 


ro 


'VT\ 


OR 


CR 
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RECORD 2 FEED CODES 


+ 


CONTINUE PLAYING BACK 
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Reasons for Questions 

Because every query must be of proven broad public inter- 
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Search back to paragraph 2 and correct the tape. 


Reasons for Questions 

A&C 

Because every query must be of proven broad public 
interest, no question is included unless there is an important 
need by a public agency for its answer. The needs are not 
confined to those of the Federal Government but include those 
of states, local communities and other divisions. For example, 
census statistics are needed to guide cities in allocating 
schools, providing transportation facilities and public 
utilities for the residents. S-eGr- °2 ££ 


1. Play back 
“Reasons for 
Questions”, 
Backspace 
Codes and 
underscore. 
( Do not play 
back “Cg”.) 

2. Turn Right 
Dial to 
Record. De¬ 
press Feed 
Code 2 times. 

3. Turn Right 
Dial to Play. 
Try next 
correction by 
yourself. 

4. Play back 
corrected 
paragraph. 


You can add 1 character to each line on the tape. This is possible 
because: 

• The blank block recorded with the regular Carrier return 
allows 1 extra block per line. 

• A special Carrier return—the REV CR (Revise Carrier 
Return)—uses only 1 block on the tape. 

Find the REV CR Button on your keyboard. Depress it 
2 or 3 times. 








To add one character to a line: 


PLAY BACK TO THE ADDED CHARACTER 


The Bureau holds public conferences on census needs and 
uses. In 1966i 


+ 


RECORD THE ADDED CHARACTER; THEN RERECORD 
THE REST OF THE CHARACTERS ON THE LINE 


The Bureau holds public conferences on census needs and 
uses. In 1966, for example, it obtained suggestions and commentsL J 


♦ 


+ 


END THE LINE WITH THE REV CR 



The Bureau holds public conferences on census needs and 
uses. In 1966, for example, it obtained suggestions and comments 


RBV 

OR 


3 

a 

a 

a 



a 

a 
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CONTINUE PLAYING BACK 


The Bureau holds public conferences on census needs and 
uses. In 1966, for example, it obtained suggestions and comments 
from Federal agency representatives, business and civic organi- 
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Search to paragraph 3 and correct the tape. 


The Bureau holds public conferences on census needs and 
uses. In 1966 for example, it obtained suggestions and comments 
from Federal agency representatives, business and civic groups, 
and people-oriented groups *±-n a series of locally sponsored 
public meetings in 23 cities across the country. The regular 
flow of information to the Bureau from such users of its 
material* is obviously of paramount importance in guiding future 
plans. 


1. Play back 
through “1966”. 
(Don’t play back 
space after “6”.) 

2. Turn Right Dial 
to Record. Type 

p f or p example ;p 
itp obtained 
suggestionspandp 
comments^”. 

3. Play back through 
“groups^” 

4. Turn Right Dial 
to Record. Type 
“for pap series? 
of f locally ip 
sponsored IV” 

5. Try next 2 
corrections by 
yourself. 

6. Play back 
corrected 
paragraph. 


It is possible to add more than one character to a line. For each 
character you add, you must rerecord a line and end the line with 


a REV CR. 
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- A —-- 

II 

' CK 

R£J 
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" — CR 


To add more than one character to a line: 

1. Play back to the added characters. 

2. Record the added characters. 

3. For each character added, rerecord a line and end it 
with a REV CR. 


4. Continue playing back. 
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Search to paragraph 4 and correct the tape. 
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4Jb*V 

No ^published data from Census Bureau records reveal 
individual information about persons, families or businesses, 
because the Bureau uses a tabulating system which permits no 
single, out of any household questionnaire. Furthermore, the 
law specifically prohibits any census employee from disclosure 
of individual questionnaires or personal information. 


1. Play back 
through 
“No $ 

2. Turn Right Dial 
to Record. Type 
“unpublished 
data from Census 
Bureau records 
reveal . 

Type the line 
“individual... 
businesses, REV”. 

gg 

3. Change Right 
Dial to Play. 

4. Try next 
correction by 
yourself. 

5. Play back 
corrected 
paragraph. 


You have learned to correct the tape by: 

• Recording one character over another 

• Blocking out characters (other than Carrier returns) 

• Blocking out Carrier returns $ 

• Adding one character to a line 

• Adding more than one character to a line 

Now search to paragraph 5 and correct the tape. 


Answers to All Questions 

ICR 


Completeness requires each household to answer every 
applicable question. The reason is obvious. If questions 
were to be answered on an optional basis, only those which 
everyone chose to answer could produce complete, and reliable 
statistics. It would do us no good to learn-on-ly- the facts 
concerning a portion of the middle class, for example, at the 
cost of ignoring the poor. Likewise, it wouldAdo us no good 
to hear only from one section of a city or af state if we ignore 
another section of the same community or region. 


Play back this paragraph. 
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Form Letters 














When you need a perfect tape (a tape with no errors), you must 
decide which is faster—to correct the tape or rerecord the project 
at another Ref Code. 

RERECORD THIS: CORRECT THIS: 




Although experience will soon help you, the following suggestions 
may guide you while you are learning. 

• How many changes are there? 

• What kind(s) of changes are needed? 

Adding words? 

Adding characters? 

Recording one character over another? 

Blocking out characters or Carrier returns? 

Deleting several words or lines? 

• How easy would it be to rerecord the project? 

Is it a letter or a detailed form? 









































FOR REVIEW: 
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Recording one character over another: 

1. Play back to the error. 

2. Record the correction. 

3. Continue playing back. 




Blocking out characters (other than 
Carrier returns): 


1 . 

2 . 


Play back to the error. 
Record 1 Feed Code for each 
character to be blocked out. 



3. 


Continue playing back. 





Blocking out Carrier returns: 

1. Play back to the error. 

2. Record 2 Feed Codes for each 
Carrier return to be blocked out. 

3. Continue playing back. 


-eteh- 

regular 


-fchefr 

decadesi / 



Reasons for Questions : 


-GR- 

CR 

CK 





• Adding 1 character to a line: 

1. Play back to the added character. 

2. Record the added character; then 
rerecord the rest of the characters 
on the line. 

3. End the line with the REV CR. 

4. Continue playing back. 
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<L 

decision^ 

an A 


• Adding more than 1 character to a line: 

1. Play back to the added characters. 

2. Record the added characters. 

3. For each character added, rerecord 
a line and end it with a REV CR . 

4. Continue playing back. 



• When you need a perfect tape, you must decide which is 
faster—-to correct the tape or rerecord the project at another 
Ref Code. 
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Form Letters 
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FORM LETTERS 
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Pretend that your supervisor has just given you a form letter 
such as the one below. He wants you to send an original 
letter to each of the people on the list. 


Sjl CLAJL jUapt A/As 

<yjl. yj^UA/ AJUJUrijt cJla/ynu. 

iMAAs (Xaa/L ^/r 

aAout Utit tivT^ 



luft ciWo/ 

f 


VA, &IUPAS GU/J/Jk 


/jS/uliflUs Jhtj&Asfa'^UL. 

\oJAaJUMLA' 01AJL AmAIjl. 

/. AHAr. %ioL £. 

<R. ~hfc. IftfiyiAcyi' ymn/MOT\* 

3. 7h/u. OM W*L 
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You can save a lot of time by recording only the unchanging 
parts of the letter on tape. 

By marking your copy as shown below, you prepare a guide for 
recording this letter. 


(ju*uL is, m 



/MSIDF ADDRESS 


0m MR. NAME T 



(XAjL- 00/1/ cUo^C M 

dblAsm/’ 

*/uW>€- ^ 

kaAJL- WCajAs VSyuW WvwK 






Why do you need Stop Trans Codes? 


Answer: To stop playback so that you may type in the inside address and name for each letter. 
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EXERCISE 1 

1. Search Ref Code 01 on the Right Tape Station. 

2. Record the unchanging parts of this letter. 

3. Type line for line. If your paper looks strange, don’t 
worry. Your tape will be correct. 

4. Do not record anything enclosed in a 


Date 


6cr's 



Inside Address 


lot* * - (srej) 

Dear Mr. Name : 

We are enclosing our draft in full payment of your recent 
claim. 

If you have any information to show that this file should 
not be closed, please let us know immediately. 

Very truly yours, 


John P. Henry 
Claims Supervisor 

r jc 

acR 

AUTO SEARCH CODE 

src 

REF CODE 
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EXERCISE 2 

1. Search to Ref Code 01 (the letter). 

2. Set your Left Dial on AUTO. 

3. Play back this letter to the following people. (The MT/ST 
will automatically search back to 01 after each letter.) 

4. Each time playback stops, type in the desired information. 
(Leave the Right Dial on Play.) 


Mr. Nice E. Baring 
1966 South First 

San Francisco, California 94110 

Mr. Monson Johnson 
707 King Edward Drive 
Scranton, Pennsylvania 36294 

Mr. Abel Label 
2603 Willow 

Seattle, Washington 90401 

Mr. Victor A. Richter 
34570 Rosewood Avenue 
Austin, Texas 78720 


EXERCISE 3 

If you were saving this letter on tape, you would write in the 
appropriate information on the log copy of the letter and in 
your log book. 

Play back a copy of this letter. Each time playback stops, type 
in some underscores to show on your log copy where changing 
information is needed. 




^^uuuuuuiruuuuuuuLiuuu mnru u u n u u . 


FOR REVIEW: 


• Record Stop Trans Codes to give you time to type in 
information during playback. 


• If you save a letter on tape for repeated playback: 

1. Play back a log copy of the letter. 

2. Write in information on the log copy and in a log book. 
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If you have an MT/ST with two tape stations. . . 



w 





. . . continue to the end of the book. 


If you have an MT/ST with one tape station, you have 
completed this book. If you insert material in the body of the 
letter which will drastically change the line length, be sure you 
have covered pages 81-107 in the book MT/ST Operating 
Instructions , One Tape Station (Form No. G543-0520). Other¬ 
wise, stop here and do your own office work on the MT/ST. 


9 

9 

9 

9 
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When you send the same letter to many people, you can save time 
by recording the letter (“constant”) on the Right Tape Station and 
all the names and addresses (“variables”) on the Left Tape Station. 





Playback from both tape stations combines automatically to 
make one complete letter. 


RIGHT 


DATE 

sjame 

ADDRESS 

DEAR MR- NAME 






















































SWITCH CODES will make the MT/ST switch playback back and 
forth between the tape stations. 









EXERCISE 1 

1. Dial Play R and search Ref Code 02. 

2. Dial Record R and type this letter. 

3. Type line for line, recording SWITCH CODES where indicated.* 

4. If you make a mistake recording SWITCH CODES— 

Line Return 
Carrier return 
Retype 

5. Do not record anything enclosed in a 


Date 

4 OR 




<swe) 


*— 

Inside Address 

jtacs 

Dear Mr. Name : 

We are enclosing our draft in full payment of your recent 
claim. 

If you have any information to show that this file should 
not be closed, please let us know immediately. 


Very truly yours, 


John P. Henry 
Claims Supervisor 

r jc 

Al^ SFAKCH C0D& 

STC* 

R&cooe 

*NOTE: If a “j” prints when you record the Switch Code, your MT/ST 

has a special feature. This printed character helps you proofread. 










































EXERCISE 2 

1. Dial Play L and search Ref Code 01. 

2. Dial Record L and type these names and addresses. 

3. Type line for line, exactly as they appear below. 

4. Record SWITCH CODES where indicated. 


a 

Mr. Nice E. Baring 
1966 South First 
San Francisco, California 

2.CA‘$ 



94110Mr. Barinc 


Mr. Monson Johnson 
707 King Edward Drive 
Scranton, Pennsylvania 
oi CA'$ 


36294Mr. Johnson* 


Mr. Abel Label 
2603 Willow 
Seattle, Washington 



9040lMr. Label" 


JL CR's 

Mr. Victor A. Richter 
34570 Rosewood Avenu 
Austin, Texas 78720Mr. 
2C* 

src 

R£F CooE 



(SvMCJ 

Richtei 


Now you have both the “constant” (the letter) and the “variable” 

(the names and addresses) tapes recorded, so you are ready to play 

back. 

EXERCISE 3 

1. Insert a clean piece of paper. 

2. Dial Play L and search Ref Code 01 (the variables). 

3. Dial Play R and search Ref Code 02 (the constant). 

4. Depress Start and watch the first letter play back— 
automatically!* 

5. As soon as playback stops, remove the letter and insert 
another piece of paper. 

6. Depress Start. (The MT/ST already has searched back 
automatically to Ref Code 02.) 

7. Continue playing back the rest of the letters. As you 
do, notice the lights on the Tape Console; they tell you 
which tape station is playing back. 


*NOTE: If the letters play back wrong, rerecord the letter and the names 
and addresses, recording the Switch Codes carefully. 




e 


Unless you have window envelopes, you must prepare envelopes fij 

for the letters you type. The easiest way to prepare envelopes is 

to type them as you record the names and addresses. C 

EXERCISE jg 

First, get your typewriter ready. Lift the Copy Guide and 
bring the Paper Bail toward you. 




Then insert a piece of paper lengthwise around the platen. 
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Roll the paper until it is wound around the platen. 


3 



Move the Copy Guide down and the Paper Bail back again. 


3 



£ 
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EXERCISE 1 

1. Dial Play L and search Ref Code 02. 

2. Insert an envelope in the typewriter. 

3. Move your left margin in to where you want the name 
and address to begin on the envelope. 

4. Dial Record L and type:* 


JCK'S 

Mr. Hobart James 
47892 Shady Slope Road 
Cleveland, Ohio 44781 


5. Remove the envelope. DO NOT CARRIER RETURN. 

6. Type (on the paper rolled around the platen): 



EXERCISE 2 


1. Roll in a new envelope (do not Carrier return). 

2. Record: 


ACR'S 

Mrs. Roy Shaft 

P.O. Box 356 

Denver, Colorado 80348 


3. Remove the envelope (do not Carrier return). 

4. Record: 



♦NOTE: If you make an error while typing a name and address, correct it by 
backspacing and striking over or by line returning, Carrier returning, 
and retyping. Finish typing all the names and addresses on the 
envelopes. Then turn to Play L and retype those envelopes which 
have errors. 
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pi 
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a 

a 

a 
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a 
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a 

a 

a 

a 

a 

a 

a 

a 

a 

a 

a 

a 
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EXERCISE 3 

Using the steps in Exercise 2, type envelopes as you record 
these names and addresses: 


acz's 


Mr. Bob Mullet 
170 West Avenue 
Chicago, Illinois 

aCR's 


(S&) 

60723Mr. 




Mullet* 


Miss Bonnie Lou Derrick r 
777 South Hampton Street ^ 
Portland, Oregon 97856Miss Derrick" 

ZCR's 


Mr. Anthony Smith 
1322 Hanger Avenue 
Little Rock, Arkansas 






73289Mr. Smith"* 


JL CR s 

src 

REF CODS 


Now you have your envelopes typed, and you also have the names 
and addresses recorded on tape! 


EXERCISE 4 

1. Dial Play L. Reset your margins at: 

Elite: 20 and 85 
Pica: 10 and 75 

2. Search for the names and addresses (Ref Code 02). 

3. Dial Play R and search for the letter (Ref Code 02). 

4. Play back the letters. 
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FOR REVIEW: 


TYPING LETTERS AUTOMATICALLY 

• You can save time by recording the form letter (“constant”) 
on the Right Tape Station and all the names and addresses 
(“variables”) on the Left Tape Station. 

• SWITCH CODES will make the MT/ST switch playback back and 
forth between tape stations. 

• If you make a mistake recording Switch Codes—Line Return, 
Carrier return, and retype. 

• Begin playback of form letters from the Right Tape Station. 

PREPARING ENVELOPES FOR FORM LETTERS 

• You can type envelopes as you record the names and addresses. 
First, you must prepare the MT/ST: 

1. Lift the Copy Guide and bring the Paper Bail toward you. 

2. Roll a piece of paper lengthwise around the platen. 

3. Move the Copy Guide down and the Paper Bail back 
again. 

4. Search the Left Tape Station. 

5. Insert an envelope in the typewriter. 

6. Move your left margin in to where you want the name 
and address to begin on the envelope. 

• Now the MT/ST is ready for you to type envelopes as you 
record the variables: 

1. Record the name and address. 

2. Remove the envelope. DO NOT CARRIER RETURN. 

3. Type the rest of the variables (on the paper). 

4. Roll in a new envelope (do not Carrier return). 

5. Repeat these steps for each envelope. 

• If you make an error while typing an envelope, correct it on 
the envelope by backspacing and striking over or by Line 
Returning, Carrier returning, and retyping. Then retype the 
envelope later. 










When you send the same letter to many people, you can change 
part of the body of each letter. 


3 




3 


3 

* 
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You would mark your recording copy like this: 





















































Mark this recording copy in pencil: 





3 


a 

a 

a 
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Date 


Inside Address 
Dear Mr. Name: 

The rapid pace of business today demands production from all 
office systems. To help you evaluate your paperwork systems 
we are offering a seminar on date from 8:30-11:30 a.m. in 
the Horne Building. The seminar is entitled, "Communications 
Systems—Boon or Boondoggle?" 

Please call as soon as possible if you can attend. We hope 
to see you soon. 

Sincerely yours. 


Milan Pardle, Director 
Communications Seminar 

r jc 


Turn to the next page. 


3 


a 

a 

j 

a 
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The marked copy should look like this: 


Date 


4 Cte 



Inside Address 

A * - 

DearpMr. Name: 
Acte 



The rapid pace of business today demands production from all 
office systems. To help you^evaluate your paperwork systems 
we are offering a seminar on^date from 8:30-11:30 a.m. in 
the Horne Building. The seminar is entitled, "Communications 
Systems—Boon or Boondoggle?" 


Please call as soon as possible if you can attend. We hope 
to see you soon. 


Sincerely yours. 


Milan Pardle, Director 
Communications Seminar 


r jc 
A C.R 

AUTO SEARCH COOE 
£TC, 

REF COOE 


1. Dial Play R and search Ref Code 03. 

2. Dial Record R and type this letter line for line . 

3. Do not record anything enclosed in a 
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EXERCISE 1 

1. Prepare to type envelopes: 

Make sure a piece of paper is wrapped lengthwise around 
the platen. 

Dial Play L and search Ref Code 03. 

Insert an envelope in the typewriter. 

Move your left margin in to where you want the name and 
address to begin on the envelope. 

2. Dial Record L and type: 



3 



a cr's, 

Mr. Franklin Mole 
305 Missouri Building 
Missoula, Montana 59822 




3. 


Remove the envelope (do not Carrier return); then type 
(you may have to depress the Margin Release). 


(sute)—^ 




3 

a 


Mr. MoleMay 3p 


4. Continue typing envelopes as you record. 


a 

a 


s 

a 

s 

a 

a 


<£3$ <&* > 

1 \ --s. 

>6Mrs . BootMay 4 ^ 

>8Miss LeafMay 


a cn'i 

Mrs. Bret Boot 
9502 Fairbanks Avenue 
Helena, Montana 59666Mrs. BootMay 4p * 

aca :5 

Miss Jody Leaf 

Attorney at Law ^ < ^\ 

954 Professional Building 
Deer Lodge, Montana 59708Miss LeafMay 5p* 

acA's 

Mr. Peter Craft 
Laffing, Roote and Craft 
Paulsen Building 

Idaho Falls, Idaho 83245Mr. CraftMonday, September 10 

Mr. Ken Orland — r; . 

606 Shott Building 

Helena, Montana 59765Mr. OrlandMonday, September 17,p*- — 

acA’s 

Mr. Dave Jones 
40 West Manor Street 

Cutbank, Montana 59808Mr. JonesWednesday, September 19,; 
2 OR'S 

STC. 

Ref code: 
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EXERCISE 2 

1. Dial Play L. Reset your margins at: 

Elite: 20 and 85 
Pica: 10 and 75 

2. Search for the variables (Ref Code 03). 

3. Dial Play R and search for the constant (Ref Code 03). 

4. Play back the first 3 letters. 

If the letters play back wrong, rerecord the letter and the 
names and addresses, recording the Switch Codes carefully. 

5. Play back the 4th letter. 

6. YOUR PLAYBACK WILL LOOK A LITTLE STRANGE. 
At this point, do not be concerned about the appearance 
of the copy. 


Date 



Mr. Peter Craft 
Laffing, Roote and Craft 
Paulsen Building 
Idaho Falls, Idaho 83245 

Dear Mr. Craft: 

The rapid pace of business today demands production from all 
office systems. To help you evaluate your paperwork systems 
we are offering a seminar on Monday, September 10, from 8:30-11:30 a. 
the Horne Building. The seminar is entitled, ’’Communications 
Systems—Boon or Boondoggle?” 

Please call as soon as possible if you can attend. We hope 
to see you soon. 

Sincerely yours, 


Milan Pardle, Director 
Communications Seminar 

r jc 


Look At Your Playback Copy: 

One line is too long. You cannot play back this letter in PLAY 
because the line length changes. 


















For material that makes a line too long or too short, turn the 
Right Dial to ADJUST. 



In PLAY the MT/ST ends each line when it finds a Carrier return. 
In ADJUST the MT/ST ignores the way lines are recorded. The 
CARRIER RETURN ZONE controls where each line ends. 


3 





CARRIER 

-RETURN 

ZONE 


3 

3 


NOTE: Some of the information on pages 51-56 may be review. 
Do these pages anyway. 
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To set up the CARRIER RETURN ZONE when playing back material in 
Adjust: 


DESIRED RIGI 

RIGHT MARGIN MAF 

i J 

-IT 

[GIN STOP 


1 

1 CARRIER 

RETURN 
ZONE 

1 

1 

1 

1 


! 

! 

i 


1. Determine where you wish your line to end on the paper. 
This is the DESIRED RIGHT MARGIN. 

2. Set the Right Margin Stop approxim ately one inch beyond 
the Desired Right Margin. 































EXERCISE 3 

1. Set the Right Dial on PLAY. (You will be told when to 
change to ADJUST.) 

2. The Desired Right Margin is 80 (Elite), 68 (Pica). 

Reset the Right Margin Stop —91 (Elite), 78 (Pica). 

3. Using the instructions in the right margin, play back 
this letter. 


Date 




3 




Mr. Ken Orland 
606 Shott Building 
Helena, Montana 59765 

Dear Mr. Orland: 


The*rapid pace of business today demands production from all 
office systems. To help you evaluate your paperwork systems 


3 

3 

9 


to see you soon. 
Sincerely yours, 


Milan Pardle, Director 
Communications Seminar 

r jc 



3 

a 

a 


Look at your playback copy: 

Does the line appear too long this time? 


a 

a 

s 

i 
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Once the Carrier enters the CARRIER RETURN ZONE, the MT/ST will 
end the line at the very first space, hyphen, or Carrier return it finds. 


CARRIER RETURN 

1 ZONE A 

k_ 

i 

j 

1 

1 

1 SPACE 

I cr =CR 

1 HYPHEN 

1 

1 




The MT/ST spaces once when it finds a Carrier return before 
the ZONE. 


CARRIER RETURN 
ZONE 


1 CR = 1 SPACE 














































21 

3 


a 
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EXERCISE 4 

1. Set the Left Dial in AUTO. 

2. Set the Right Dial in ADJUST R. 

3. Depress Start. The playback copy will look a little strange. 
Do not stop the MT/ST. 


a 


a 




a 

a 

a 


Look At Your Playback Copy: 

Did the inside address play back in a straight line? 

Did the signature line and title play back in a straight line? 

How many Carrier returns are recorded after “Mr. Dave Jones”? 
How many Carrier returns are recorded after “40 West 
Manor Street”? 

How many Carrier returns are recorded after “Milan Pardle, 
Director”? 


The MT/ST will end a line before the CARRIER RETURN ZONE when 
it finds more than one Carrier return. 


2 

2 

2 
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1 CR = 1 SPACE 


2 OR MORE CR's = 2 OR MORE CR's 


2 

a 

2 

a 

a 

2 
























The MT/ST will also end a line before the CARRIER RETURN ZONE 
when it finds a Carrier return fo llowed by a tab . 


1 A 



i 

1 CR = 1 SPACE 1 

1 

1 OR MORE CR's 1 OR MORE CR's | 

+ = + | 

A TAB A TAB j 

1 

i 
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a 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 


You can “trick” the MT/ST into ending the lines of the inside 
address correctly by recording a Carrier return and a tab and 
a Backspace Code between each line. 

EXERCISE 5 

1. Set a tab stop at 21 (Elite), or 11 (Pica). 

2. Dial Play L and search Ref Code 04. 

3. Dial Record L and rerecord the variables as shown below 
(don’t prepare envelopes this time). 

4. When you see CR/rAB/BSC: 

Carrier return 
Tab once 

Backspace Code once 


3 CR'js 


Mr. Peter Craft *</TA8/BSG 
Laffing, Roote and Craft R/ TAB/BSC 
Paulsen Building TAd/QSC 

Idaho Falls, Idaho 83245Mr. CraftMonday, September 10 



Mr. Ken Or land OR/TAB/BSC -—, jgrs& 

606 Shott Building CR/TP&I&S^Q^) —s 
Helena, Montana 59765Mr. OrlandMonday, 


September 17 




A ex's 

Mr. Dave Jones CR/TAB/dSC 


40 West Manor Stree 


Cutbank, Montana 59808Mr. JonesWednesday, September 19 

AC&'i 

sre- 

R£F Code 
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You can also “trick” the MT/ST into ending the signature line of 
the letter correctly by recording a Carrier return, a tab, and a 
Backspace Code after it. 

EXERCISE 6 

1. Dial Play R and search Ref Code 04. 

2. Check your typewriter setup. You should have a tab 
set—21 (Elite), 11 (Pica). 

3. Dial Record and rerecord the letter as shown below. 

4. When you see C/2/TAB/BSC : 

Carrier return 
Tab once 

Backspace Code once 


<& 


Date 

Inside Address 

JCR * - 

Dearp Mr. Name: 

JLCR 

The rapid pace of business today demands production from all 
office systems. To help you evaluate your paperwork systems 
we are offering a seminar on. date from 8:30-11:30 a.m. in the 
Horne Building. The seminar is entitled, "Communications 
Systems—Boon or Boondoggle?" 


Please call as soon as possible if you can attend. We hope 
to see you soon. 


Sincerely yours. 


Milan Pardle, Director CR/TABj&SC- 
Communications Seminar 


rjc 
A OR 

AUTO SEARCH CODE 

src 

R EfCOOE 


EXERCISE 7 

1. Dial Adjust L. Search Ref Code 04. 

2. Dial Adjust R. Search Ref Code 04. 

3. Check your typewriter adjustments: 

Elite Pica 

Margins 20 and 91 10 and 78 

Tab 21 11 

4. Play back these letters with the dial on Adjust R. 

Notice that the short lines—inside address lines and the 
signature line—play back properly this time. 
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FOR REVIEW: 


• Variables in form letters which change line lengths require 
ADJUST playback. 

• In ADJUST, the CARRIER RETURN ZONE controls where 
lines end. 

To set up the Carrier Return Zone: 

1. Determine the desired right margin. 

2. Set the RIGHT MARGIN STOP about one inch 
beyond the desired right margin. 

The MT/ST ends a line in the Carrier Return Zone as soon as 
it finds one of the following: 

Space 
Hyphen 
Carrier return 

• The MT/ST ends a line before the Carrier Return Zone if it 
finds the following: 

2 or more CR’s 
1 or more CR’s + a tab 

• If the MT/ST finds only one Carrier return before the Zone, it 
will space. 

• You can "‘trick” the MT/ST into ending short lines correctly by 
recording. . . 

Carrier return 
Tab 

Backspace Code 

between the short lines. 

Before recording, you must set a tab stop one space 
in from the left margin. 

• You can search in Play or Adjust. 
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So far you have played back your letter on the date recorded on 
the letter. If a letter will be used over a period of time, the 
date must be changed. You can simply record the new date over 
the old date. 

The longest possible date—September 30, 1971—takes 18 blocks on 
the tape. So you need to allow a total of 18 blocks for the date. 

Here’s how you do it. When you first record the letter, record 
the date plus enough Feed Codes to total 18, In other words, 
if you record the letter on June 18, 1971, record: 

June 18, 1971 +cc£££ 

J a 345678^1011 (a 13 I * 3+5 


EXERCISE 1 

1. Dial Play R and search Ref Code 01 (you won’t need any 
of the material you now have recorded on the tape). 

2. Dial Record R and type the following: 


June 18, 1971 +• 5" FEED CODES 


Mrs. Bart Karls 
789 Shorte Street 
Dallas, Texas 78790 
A GR'S 

Src 

REF CODE 


3. Search Ref Code 01 and play back this exercise. 

Pretend that you must change the date to August 10, 1971. 

1. Search Ref Code 01 again. 

2. Dial Record R and type: 

August 10, 1971 +• 3 f-EED CODES 

3 . Search Ref Code 01 and 
play back the new date. 

Now pretend that you must change the date again, this time to 
May 1, 1972. 

1. Search Ref Code 01 again. 

2. Dial Record R and type: 

May 1, 1972 i- 7 FEED CODES 

3. Search Ref Code 01 and 
play back the new date. 
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Mark this letter to prepare it for recording: 


Date 

Inside Address 


Dear Mr. Name: 

We have received and cleared through customs your shipment 
of item from our overseas warehouse in Liverpool, England. 

It may be picked up at the Gifts, Inc., showroom, 573 East 
Avenue, any day between the hours of nine and four o'clock. 

Very truly yours, 


George Miller 
Customer Service 

r jc 


GO TO THE NEXT PAGE. 




The marked copy should look like this: 


Date + PSSD CODES 


Inside Address 

Dear^ Mr. Name 

^.C.R'5 

we have received and cleared through customs your shipment 
' - of *S item from our overseas warehouse in Liverpool, England. 

It may be picked up at the Gifts, Inc., showroom, 573 East 
Avenue, any day between the hours of nine and four o'clock. 

Very truly yours. 


George Miller 
Customer Service 

r jc 

aJto SS ARC* COOS' 

src 

p£FCooe 


1. Dial Play R and search Ref Code 02. 

2. Set up your typewriter: 

Clear all tab stops. 

Set new tab stops at: 

Elite — 21, 24, and 60 
Pica — 11, 15, and 50 

3. Record the letter above, line for line. 
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EXERCISE 2 

1. Dial Play and search Ref Code 01. (You will not need 
the material already recorded on tape.) 

2. Prepare to type envelopes as you record the variables. 

• Be sure a piece of paper is rolled lengthwise 
around the platen. 

• Insert an envelope. 

• Move your left margin over to where you want the 
name and address to begin. 

• Set a tab stop one space in from your new left margin. 

3. Dial Recordand type these variables as you type the 
envelopes. 



(fJc) 


Johnsor/swiss clocks — (Q) 


x-—\ ^—\ 


ZCR'S 

Mr. James Johns on CR/VaB/BSC 
318 Elmwood Way CR/TAB/BSC 
Pittsburgh, Pennsylvania 15003^ 

<2 CR's 

Mr. Harold Weyer 08/TAB/BSC 
8990 Brushcreek 

Akron, Ohio 44307Mr. WeyerEnglish bone china> — 

<a CR’s 

Mrs. Emil NeilsonC£/faB/BSC_ 

45 Dove RoadCR/TAB/BSC 

Lexington, Kentucky 4030AMrs. Neilsor 

J. CR's 

Miss Suzie Sweet CR/TAB/RSC — —. 

180 River Road, Apt. 2dJ_CR/TABlbSC^J$??S'y $^Ss 

Tampa, Florida 33890Miss Sweetltalian leather glovesp*-—{ swc ) 
a CR's 

Mr. Lennie Rickert CR/TAB/bSC. _^ ^^ 

89 Shootem Road CR/TAB/BSC 

Fargo, North Dakota 58290*Mr. RickertFrench perfume^- (SVJC/ ) 

JlCR's 

STC 

REF CODE 



russels lace.-^ 


EXERCISE 3 

1. Dial Play L and search Ref Code 01. 

2. Dial Adjust R and search Ref Code 02. 

3. Clear one tab stop—the one you set up when you typed 
the envelopes. 

4. Check your typewriter setup: 

Elite Pica 

Margins 20 and 91 10 and 78 

Tabs 21,25,60 11,15,50 

5. Play back all 5 of the letters.* 


Save your tapes. You will need them for the next section. 

*NOTE: If the letter play back wrong: 

1. Rerecord the letter. 

2. Rerecord the variables. (Don’t prepare envelopes this time.) 
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Up to now you have played back the constant and variables 
tapes together to make a complete letter. Sometimes you will 
need to play back these tapes separately. You can do this by 
recording “special instructions” on the opposite tape station. 
For example, if you want a log copy of the letter recorded on 
the right station, you would record “special instructions” on 
the left station. 



EXERCISE 1 

1. Dial Play L and search Ref Code 02. 

2. Dial Record L. 

3. Record these “special instructions,” using the Stop Trans 
Code Button and the Switch Code Button (do not Carrier 
return). 

STC 

SWC 

STC 

swc 

STC 

SWC 

STC 

REF CODE 


Now you have the “special instructions” recorded. 

1. Dial Play L and search Ref Code 02 (“special instructions”). 

2. Dial Play R and search Ref Code 02 (the letter). 


P 

e 

E 

E 

E 

fc 

C 

E 

5 = 

e 

c 

c 

c 

c 

C 

c 

c 

e 

c 

c 

c 

c= 

c 

e 

c 

c 

c 

E 

C 

c 

ft 

s 
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3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

□ 

3 

3 

3 

3 

3 

3 


You are ready to play back a log copy of your letter. Begin 
playback from the right station. Each time playback stops: 

1. Type underscores. 

2. Depress Start. 


Date 


Dear 


We have received and cleared through customs your shipment 
of _from our overseas warehouse in Liverpool, England. 

It may be picked up at the Gifts, Inc., showroom, 573 East 
Avenue, any day between the hours of nine and four o’clock. 

Very truly yours, 


r jc 


George Miller 

Customer Service \ 


If you want a log copy of the variables recorded on the left 
station, you would record “special instructions’^on the right 
station. 
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EXERCISE 2 

1. Dial Play R and search Ref Code 03. 

2. Dial Record R. 

3. Record these “special instructions,” using the Carrier 
Return Key and the Switch Code Button (do not Carrier 
return except where indicated). 

CR 

SWC- 

CR 

CR 

Cia/C 

CR 

SWO 

CR 

S\a/G 

CR 

SWC 

AUTO SEARCH CODE 
REF CODE 

GO TO THE NEXT PAGE. 
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3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 



Now you have the “special instructions” recorded. 

1. Dial Play R and search Ref Code 03 (“special 
instructions”). 

2. Dial Play L and search Ref Code 01 (variables). 

3. Move the number in the Reference Number Window to 
03, but do not search again. 

You are ready to play back a log copy of your variables. 
Begin playback from the left station.* 

Your playback copy should look like this: 


Mr. James Johnson 
318 Elmwood Way 

Pittsburgh, Pennsylvania 15003 
Mr. Johnson 
Swiss clocks 


Mr. Harold Weyer 
8990 Brushcreek 
Akron, Ohio 44307 
Mr. Weyer 

English bone china 


Mrs. Emil Neilson 
45 Dove Road 

Lexington, Kentucky 40307 
Mrs. Neilson 
Brussels lace 


Miss Suzie Sweet 
180 River Road, Apt, 217 
Tampa, Florida 33890 
Miss Sweet 

Italian leather gloves 


Mr. Lennie Rickert 
89 Shootern Road 
Fargo, North Dakota 58290 
Mr. Rickert 
French perfume 


*NOTE: When playback stops, the MT/ST will search automatically to the 
“special instructions.” After it has searched, depress Start to 
continue playback. 
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When you need a perfect tape (a tape with no errors), you must 
decide which is the fastest way to correct errors: 



Although experience will soon help you, the following suggestions 
may guide you while you are learning. 

• How many changes are there? 

• What kinds of changes are needed? 

Adding words? 

Adding characters? 

Recording one character over another? 

Blocking out characters or Carrier returns? 

Omitting several words or lines? 

• How easy would it be to rerecord the project? 

Is it a letter or a detailed form? j 
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3 
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3 
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3 
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3 

3 

3 

3 

3 

3 

2 
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FOR REVIEW: 


• You can record a form letter so that it can be played back 
on any date. 

The longest possible date—September 30, 1971—takes 18 
blocks on the tape. 

When you first record the letter, record the date plus enough 
Feed Codes to total 18. 

Every time you use the letter on a different date, record 
the new date over the old one plus enough Feed Codes to 
total 18. 

• When you want to play back your constant and variables tapes 
separately, you must record “special instructions.” 

To play back the constant, record on the left station: 


SIC 

SWC 

STC 

£WC 

STC 

Sva/C 

STC 

REF CODE 


To play back the variables, record on the right station: 


CR 

S^C 

CR 

swc 

CR 

swc 

CR 

Swc 

AUTO SEARCH CODE 
REF CODE 
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Index 


Adding more than one character 

to a line..^4, 27 

Adding one character to a line.16, 22-23, 27 

Adjust . 51, 52, 54-56 59 

Auto .. 11 ' 1 " 

Auto Search Code.•*■>** 


“Blank” block. 

Blocking out Carrier returns. 

Blocking out characters (other than 

Carrier returns).. 

Blocks on the tape . 


.... 20-23 
, . 20-21, 27 

. 18-19, 27 
7, 18-23, 27 


Carrier return 

before the Carrier Return Zone 

blocking out. 

followed by a tab . 

in Carrier Return Zone. 

more than one . 

Revise (Rev CR). 

two blocks. 


.... 54, 59 
. . 20-21, 27 
.... 56, 59 
.... 54, 59 
.... 55, 59 
22-23, 24, 27 
22-23, 24, 27 


Carrier return, tab, Backspace 
Code between short lines . 

Carrier Return Zone. 

Changing dates of form letters 

Changing line lengths. 

Changing parts of letter .... 
Char (Character). 


.57, 58, 59 

. 51, 52, 54-56, 59 

.60, 69 

.51, 52 

.32, 37, 59 

. 11 , 12 


Character 

adding more than one to a line . 

adding one to a line. 

blocking out. 

Left Dial. 

Constant. 

Constant, playing back with 

“Special Instructions”. 

Constant and variables, playing 

back separately. 

Copy Guide. 

Correct? Transfer? Rerecord? . . . 
Correct or rerecord—which is faster? 
Correcting the tape.. 


.24, 27 

. . . 22-23, 27 
. . . 18-19, 27 

. 11-12 

37, 44, 64, 69 

.64, 69 

. . . 64-65, 69 

.40-41 

.68 

.26 

.16-27 


Date, allowing enough blocks on tape 

for the longest possible. 

Desired Right Margin. 


60, 69 
. . .52 


Envelopes, error while recording variables 
Envelopes, preparing while recording 

variables . 

Error in recording Switch Codes . 

Error-free tape. 


.42 

40-42, 44 
39, 42, 44 
. . 16, 26 


Label, tape . ■■'o 

Left Dial.l 1 ' 1 * 

Left Tape Station.37, 44 

Letters, form.31, 32, 35, 37, 44 

Letters, using standard paragraphs in .4 

Lights on Tape Console. 39 

Line, adding character(s) to a ....... 22-25, 27 

Line, on Left Dial.11-12 


Lines 

on the paper 
on the tape 
Logging 

system . . . 
book ...... 

copy. 


.7-8 

..7-8 

.3 

3 35 

3, 35, 65, 67' 69 


Marking the recording copy ,.32-46 

Mistake in recording Switch Codes.39, 42, 44 


Names and addresses 


32, 37, 42, 44 


Paper Bail. 

Paragraphs, standard . . . 

Perfect tape. 

Platen... 

Playing back material with 
Switch Codes. 


40, 41, 44 
. . . .1,3 
. . 16, 26 
40, 41, 44 

64, 65, 69 


Recording one character over another.17, 27 

Reports, using standard paragraphs in.3 

Rerecord? Transfer? Correct? .68 

Rerecord or correct which is faster? .26 

Rev CR (Carrier Return) . 22-24, 27 

Right Tape Station.37, 44 


Same number of characters, 

correction involving. 

Search, Auto. 

Space in Carrier Return Zone . 

“Special Instructions”. 

Standard paragraphs. 

Stop Trans Code. 

Switch Code . 

Switch Code, error in recording 


. . 17, 27 

.1 

. . 54, 59 
. . 64, 65 

.1 

. . 32, 35 
. . 38, 44 
39, 42, 44 


Tab stop one space in from 

left margin. 

Tape correction. 

Tape station, lights on. 

Transfer? Rerecord? Correct? 
Typewritten lines 

on the paper. 

on the tape . 


57, 58, 59 
. . 16, 17 

.39 

.68 

.... 7-8 
.... 7-8 


Feed Code 

blocking out.18-21 

recording with the date .60, 69 

Form letters 

using one tape .32, 35 

using two tapes. 37, 38, 44, 45 

Hyphen in Carrier Return Zone.54 

Inside address . 32, 37, 42, 44 

Inside address, recording for 

Adjust playback .67, 59 


Unchanging parts of letter . 

Underscores on log copy . 

.32 

.34, 65 


. . .37, 44, 45 

Variables, playing back with 

“Special Instructions”. 

Variables, recording while 

preparing envelopes. 

Varying the body of form letters . . . 

.65, 69 

. . .40, 41, 44 
.45 

Word, on Left Dial. 

.11-12 
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